The Beginning of Year Verification

establishes calendars and enrollments

ick R Guide:
Quick Reference Guide for the 2015-16 school year. Schools

Beginning Of Year are required to enroll all students in
AIM who attend at least one day of
Verlﬁcatlon and class or who receive Special Education
Enrollment services from the district.
CO"eCthH Before beginning, consider the following:
This guide explains the basic 1. What data is entered on the Calendar?

process for verifying 2015-16

. e Calendars need a Start and End Date for the District school
calendars and enrolling students

into schools for the 2015-16 school year, a Calendar Number, the correct grade levels for the
year. school, and the student Start and End Dates. page 2
2. How do | properly exit students who transferred over the
summer?
Topics covered in this Quick e Delete the student’s 2015-16 enrollment and update the
Reference Guide include: 2014-15 End Status to reflect the transfer. page 3
o Verifying 2015-16 3. How do | record Summer Graduates?
Calendars e Summer graduates are recorded like regular graduates —
e Summer Transfers & change the 2014-15 enrollment End Status to 400:
Graduates Graduated, and enter Diploma Date, Diploma Type and
e 2015-16 Enrollments Diploma Period. page 4
*  Records Transfer 4. How do | get State IDs for new students?

e Data Verification
/i e Obtain State IDs from the student's prior district or from

e Sync Data

the Student Locator. Districts may upload a Student
Demographic file to locate State IDs, however, using the
Student Locator reduces the potential for duplication of
IDs. pages 7-8
5. What are the correct Enrollment Start Status codes for students?
e Start Status codes should accurately reflect the prior
enrollment status of the student. page 9
6. Which Enrollment Service Type do | choose?
e Service Type indicates level of educational service the

student is receiving from the district. page 9
More Information: 7. How do I send/receive a Records Transfer?

e Process requests for records transfers regularly to facilitate
AIM New Users Guide

the transfer of Special Education records and prevent

Job Corps, MT Youth ChalleNGe, and enroliment overlaps. page 12
MT Digital Academy 8. How do I verify the enrollment data | entered?

e The Student Information reports and Ad Hoc Reporting
Creating Households

tools can be used to verify data entry. page 12
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http://opi.mt.gov/PUB/AIM/General%20Information/AIM%20Help/QRG/Enrollment/New%20User%20Guide.pdf
http://opi.mt.gov/PUB/AIM/General%20Information/AIM%20Help/QRG/Enrollment/MT%20Programs%20-%20Job%20Corp,%20Youth%20Challenge%20and%20MTDA.pdf
http://opi.mt.gov/PUB/AIM/General%20Information/AIM%20Help/QRG/Enrollment/MT%20Programs%20-%20Job%20Corp,%20Youth%20Challenge%20and%20MTDA.pdf
http://opi.mt.gov/PUB/AIM/General%20Information/AIM%20Help/QRG/Households/Creating%20Households.pdf
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VERIFYING 2015-16 CALENDAR(S)

Choose Year 2015-16 and a School.

From the Index, expand System
Administration and Calendar. Click
Calendar.

Verify (and/or enter) the district Start
and End Dates (fiscal year is
recommended for SPED data entry).
Enter "1" in the Number field (if you
have more than one calendar per
school, each school must have a
unique number).

Click Save.

Year 15-16 - School Granite High School -

Index Search Help 15-16 Granite High School
o Calendar Grade Levels Schedule Structure Terms Fericds
System Administrator
* Student Information Save
» Census
Census
Calendar 1D School
» Behavior n 0585 Granite High School {schoollD: 1)
*Mame Number
* Health [15-18 Granitz High School 1
- Attendsnce “Start Date “End Date Summer School
oTiD12015  [Tal 06/30/2018 7] [l
» Scheduling ) ) ) )
Student Day (instructional minutes) Teacher Day (minutes) Exclude
* Grading & Standards |:|
* Programs Whole Day Absence {minutes) Half Day Absence (minutes) School Choice
* Ad Hoc Reporting D
Typ=
* User Communication I: Instructionsl -
Require Student Assignment
*» Assessment l:‘
¥ Systern Administration Testing Count Date
= Attendance E
‘Comments
= Auditing . " ¥
relling 0T/1T/2015 04:04 PM
» Batch Queue
¥ Calendar
Calendar

Calendar Wizard

Schocl Years

15-16 Granite High School

Calendar Grade Levels Schedule Structure
MNew

Grade Level Editor

Nam= Seq

[i] 10

10 1

1 12

12 12

Click the Terms tab.

Click the name of the Term Schedule in the

Term Schedule/Terms Editor box (Full Year).

(NOTE: If no term is listed in the box, see
next page.)

Under Term Detail, enter the student Start
and End Date(s) for the Term. Click Save

Term Schedule/Terms.

The Periods and Days tabs are optional.

\

Click the Grade Levels tab.

Verify the grade levels listed are valid for
that school.

NOTE: Grade levels are determined by the
OPI, not by the student's schedule or the
district's building configuration. Changes to
grade levels in a school must first be
approved by the OPI.

15-16 Granite High School

Calendar Grade Levels Schedule Structure Terms Periods

Save Term Schedule/Terms Mew Term Schedule/Terms Delete

Term Schedule/Terms Editor

Quarters

“Mams “Sequence “Start Date “End Diate
){ 1 1 Le=Thitpi) i) E 132015 o
*x oz 2z 022015 E 01152016 o
X o3 3 0171872018 E 03252016 [To
X o4 4 03/28:2018 E 0502016 [To
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Auto Create Term Schedules

Parameter Selection
Thig Schedule Structure has no terms, and thig tool will create =ome for you. Infinite
Campus zupports multiple term schedules, but only =elect the term schedules
needed for your schedule. Fulkyear, sememster, and quarter long clazses can all
be created in a quarter term schedule, =o those options are mutually exclusive.

Full Year (1 term)

|:| Semesters (2 term)

D Trimesters (3 term)

D Quarters (4 term)

|:| OtherNumber of Terms:
0

If no term is listed in the Term Schedule/Term
Editor, click New Term Schedule.

Select a Term Schedule. Click Create Terms
(the State requires only Full Year — but if you
are using the MT Edition for attendance you
may need to enter more information).

Follow the previous instructions to enter Term
dates.

SUMMER TRANSFERS

Adjust enrollments for students who
transferred out during the summer.

Example: Student was enrolled in 2014-

Year 15-16

Inde:

Student

Hendrix

b4 School Granite High School

Help Hendrix, Jenny M
Grade: 10 #816373131 D 8/08/2000 Gender: F
hd Credit Summary Behavior Gradustion AdHoc Letters Recy]
Summary Ensoliments Schedule Attendance Flags Grades Tral
Advanced Search Person Summary Repart Person Summary Report w/ Picture Print Mailing Label

Search Results: 1

15 and was expected to return for 2015-

PersonlD
54

16. A 2015-16 enrollment record was
created as part of the end-of-year
process. The student moved out of state
over the summer, and the school
received a records request at the
beginning of August.

Name Nickname
Eendrix, Jenmy Michelle
10 Hendrix, Jenny M #316373131 [0a/0] | S2nder FEER BiTRY,
E State Race/Ethnicity:
Federal Designation: &:ihize Mo Imaae Available
Racs(s): Fhite
HispaniciLafino: ¥
Raca/Ethnicity Determination
Birth Date (4ge: 15)
LL
Student Number State 1D
16373131 B16372131
GUID
ABC1C319-BOED-4605-868 4-260EAZEDC0AS
Comments

- Modified by i r System 08/25/2015 0959

To correct the enrollment record: Select
Year 2014-15 or 2015-16 and the school.
Click the Search tab and enter the
student’s last name. Click Go.

Amend the 2014-15 enrollment:

Select the name (appears below the

Hendrix, Jenny M

Grede: 10 #818373131 DOB: 06/08/2000 Gender F

Credit Summary Asseszment Behavior Graduation AdHoc Letters Records Transfer

Summary Enrcliments Schedule Aftendznce Flags Grades Transoipt
Save Delete Frint Enrollment Histary Hew New Enroliment History

Calendar

15-16 Granite High School 04

Edit | Grade | Type

EEC

14-15 Granite High School
13-14 Philipsburg 78
1241 Phifinghaimn 7.2

EEEY o

Search Results), then the Enrollments
tab.

Open the 2014-15 enrollment and
change the End Status to 180: Transfer
to a school out of state.

OPI recommends adding a note in ‘End
Comments’ with the name of the district

8 General Enrollment Information
s e e TEETETT | or school the student transferred to.
1413 Granite High School Msn w B v D
*Start Datz No Show End Date End Action *Bervice Type .
tat20t4 [T 0 o | v F. Pimary Click Save.
“Start Status End Status
{04: Transfer from public school in district or state ¥| 180: Transfer to a school out of state A
Delete the 2015-16 enrollment:
Start Comments End Comments
Open the 2015-16 enrollment and click
Delete.
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For students enrolled in grades 7-12 only:

If a student did not show up for school as expected in 2015-16 and the district has not received notice
or a transfer request, create a one-day enrollment record for 2015-16 in both the district's SIS and in
AIM (with Start AND End Date the first day of school, End Status 340: Unknown). Later, if the district
receives notice or a transfer request, change the record as described above for a transfer student.

SUMMER GRADUATES Baggins, Frodo D

#795411894 DOB: 08/04/1998 Gender: M
AdeSt enrollments for student who Credit Summary Azsessment Behavior Graduation AdHoc Letters Records Transfer
Completed graduation reqUirements Summary Enrollments Schedule Attendance Flags Grades Transtript
after the end of the 2014-15 year, but
prior to the first day of school in the Save Delete Print Enroliment History MNew New Enrollment History

2015-16 year. They are counted as Enrolimént Editor

Bt |Gmde |Typs | Cakrda Start Date
Summer Graduates. P {415 Granite High Schoo

] P 1314 Granite High Schcal WONT BB
Select Year 2014-15 and a high school. | ¥ it 7 121 Grnie High Scical [T T

. v i =) 1117 fEranitz Hink Grhenl AR AR MY

Click the Search tab and enter the *
student's last name. Click Go. 8 General Enroliment Information

Calendar Schedule (read only) “Grade Clazs Rank Exclude
. i 14-13 Granite High School Main w iiw D
Click the Enrollments tab. Click to
“Start Date NoShow  End Date End Action “Bervica Type
open the 2014-15 enrollment record. w2 [ 0 wnans [ v F: Privary v
Change the End Status to 400: “Biart St End Siatis
02: Continued enrolment same school, no interruption ¥ | 400 Gradusted
Graduated. T
L4
Baggins, Frodo D
#795411854 DOB: 08/04/19%  Gender: M
Summany Enroliments Schedule Attendance Flags Grades Transcript
Credit Summany Assessment Behavior Graduation AdHoc Letters Reconds CIICk the Graduation tab
e ollowing fllds can only be Al out oo shudkn P entered 9 grace Enter the Diploma Date, Diploma
Tt First Eniened e 00 Grads
A Type and Diploma Period.
Earliast Grads 3 Enrolimsnt Information Miodiied Dater 04H 32013 Click Save.
Era0e § CEe NCLS Conort Year Cilsirict Mumier Cilsarks ame
0B 2015 053 Prillipsburg K-12 Schaoks
NOTE: The Diploma Period for a

B Gradustion Detall: PREpsturg K-12 Schoos (0558)
student who started grade 9 in the

2010-11 yearis 03: Four years or
with an IEP allowing for longer if

- 02015 T

© (H: Regular Diploma -

03: Four years or wi IEP allowing for longer W

SseF TR R oy the student completes graduation
NGACTRONEM YR Z0is w requirements prior to the first day
NCLS ComortEmaYear |01 of school in the 2015-16 year.

Poet Grad Losatlon: -
Post Grad Plas: -
Comon Grad Year:
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ENTER 2015-16 ENROLLMENTS

If 2015-16 student enrollments were not previously entered during the End of Year - 2014-15 process, enter

them now.

There are two ways to enter 2015-16 student enrollments: 1) Direct Entry and 2) File Upload.

The Direct Entry method requires the district to enter enrollments directly into the AIM database.

Enrollments can either be rolled from the prior year, entered individually by student using the previous year

enrollment, or entered using the Student Locator.

*** It is highly recommended that districts use the Student Locator to enroll all new students that

do not have a State ID already identified.

The File Upload Method requires the district to create an upload file, either by extracting data from their

existing Student Information System or from an Excel template. The templates are available on the OPI AIM

Webpage.

Direct Entry of Enrollments (Option 1 -
Rollover)

One option for direct entry of student
enrollments for 2015-16 is to roll the
students forward from the prior year.
You may have already rolled students
forward to 2015-16 during the End of
Year Process for 2014-15. If not, the
rollover process may still be used unless
End Dates for 2014-15 have been
entered. (NOTE: Once the End Dates for
2014-15 enrollments are entered, the
rollover process will not create 2015-16
enrollments for end-dated students, so it
can no longer be used.)

If rollover is your preferred option, see
the End of Year Collection Guide for
instructions.

Achievement Montana
— in Montana ' Office of Public Instruction

Denise Juneau, State Superintendent

opl.mt.gov

Enroliment Roll Forward

This tool wil promote, retain or demote enrolled students into the next calendar and grade.

Show Detailed Instructions

Select Source Calendars Select Start Status
13-14 Cascade 7-8 S 01: First time receiving educational services -
13-14 Cascade High School
13-14 Cascade School (OPTIONAL)
Cascade 7-8 13-14 L Select Destination Calendar
Cascade School 13-14 =
12-13 Cascade 7-8 o
12-13 Cascade High School Select Destination Grade
12-13 Cascade School
12-13 Kindergarten -
Cascade School 12-13 Select Destination Structure
11-12 Cascade 7-&
11-12 Cascade High School -
11-12 Cascade School Start Date Override
11-12 Cascade School 2 Mot needed if future calendars have Days setup, will
11-12CHS 2 2 chose the first instructional day.
CTRL-click and SHIFT-click for multiple 3
@ sSelect Source Grades Allow Duplicate Primary Enroliments

o1 [[loz Cloa [Cloa | Totals Only

05 06 o7 08 Show VWarnings

09 10 11 12 Include students whose enreliments end on the last
KE KH P PIC day of the last term

VE [Clud [Clum RUN TEST RUN

Source Ad Hoc Student Filter

Source Service Type

Primary
Partial

Special Ed Services

NOTE: If you notice a duplicate
student ID, contact OPI to correct the
situation.

August 2015
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http://opi.mt.gov/Reports&Data/AIM/#p7GPc1_3
http://www.opi.mt.gov/pub/AIM/Collections/YearEndCollection/EndofYearCollectionGuide.pdf

Year 14-1% -

Indes Search Help

Student

Lzst Mame
First Name
Search Resuits: 0
E3N

Grade
Eirin Date

Gander
Sl

Person ID
Locker Numier
Spactsl Ed

S=2ing
Disaliy

Studsnt Search

Shudent Numner

School Grante High School +

“Seanch for a record peing fracked In Campus by using search flekds or by sekediing a
A shudent fifer cannaf be applied to 3 Census Person Search)
“fou iy search schoak-wide.

Sazich

J

Direct Entry of Enrollments
(Option 2 - Update Last Year’s
Enroliments)

The second option for direct
entry of 2015-16 student
enrollments is to use last year's
enrollments to create an
enrollment in the next year.

Select the 2014-15 year and a
school. Click the Search tab,
select Student, and Advanced
Search.

Under Student Search, choose a
grade level (e.g., start with 09).
Click Search.

Select the first student by clicking
the student's name. Click the
Enrollments tab. Change the Year
to 15-16 and select a school.

Click New. Enter the 15-16 Start
Date, Start Status, Grade Level
(for 15-16) and Comments (if
applicable). Click Save.

(See Start and End Status and
Service Types - Notes on page 9.)

Repeat for all students in this

Year 15-16

Index Search

Student

gamgee

-

Help

_______________

School Grante High School +

Gamgee, Samwise

#28

Summary Enrcliments Schedule
Save New Enroliment History

Enroliment Exitor

EdR | Grage |Type | Calendar | 5tan o= | End Dte

o ] P 14-15 Granke High Schoal [T == E

&

QN3 2014
= [ Rk

i1 P
[

1314 Prillipsurg 73

P ellowsione Academy Elem 12-13 Yellowsione Academy  O7/252013
Elem

—

Clzss Rank Exclude

[

“genfice Type
B Primary

grade level. Start over with prior
instructions for the next grade. If
a student is moving from one

school to another (e.g., from

Elementary to Middle School),
change the school after selecting
the student.

\

Achievement Montana
in Montana Office of Public Instruction
b Mon ¢ Student Denise Juneau, State Superintendent
n

9
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Also:

Program Participation data and Aggregate Hours
may also be entered for students during this step.
Enter the student's Absent Count on or dfter the Fall
Count Date (October 5, 2015).

Sort By (optional) may be entered at this time. See
Sort By Field - Notes on page 9.

August 2015

Beginning of Year
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. . ear 15-16 - chool Grante High School
Direct Entry of Enrollments (Option3- | | ]
Index Search Help Ll e

Student Locator) studant ssarcn
E-}r; A g ‘Search for a shudent already tracked In Campus using Me Niekds provided. A minimum amount of data must be emtered In orgder i sear
‘shudent from e list or Click on Create New Student. Ywhen doing 3 S5N-only search, the wser must still 0o a name Dased search et

The third option for direct entry of

Lzt Name name |sue|D|Gamer| BImD;el%l
2015-16 student enrollments is to use Firstame
the Student Locator. This is the o -

preferred method to locate State 1Ds for e — Mo Name
students who are new to the district. e

To use the Student Locator, set the Year
to 2015-16 and select the correct
school. From the Index, expand Student
Information.

3

reate New Student =

Select Student Locator.

Student Search

Search for a student already tracked in Campus using the fields provided. A minimum amount of data must be entered i
full legal lastName, firstMame and gender. Select a student from the list or click on Create New Student. When doing a J

they ore allied o Gredte & o versan. Enter the student's Last Name, First Name
and Gender. Click Search.

LastName  angarg Name State ID [ Gender [BithDate | %

T b riossars Here s e Use the other identifiers (Name, State ID,
Birth Date & Gender, Birth Date or % which is a

o = wildcard search character) to help identify
State ID

a match. Hover over the record to see
information about the student's last
enrollment.

See Student Locator-Notes on Page 8.

Create Mew Student =

If the student is located, click the student's St Namer Generate Number
name. If the student has never been enrolled s Fending
in a Montana school, the student name will e =

“Last Name First Name Mikdke hName Sum
. [@naa | [moreema | [=e] x| [ v
not appear, so click Create New Student. (See —— e =
Student Locator - Notes on page 8.) e _~] - [oamess [ [ o fs | Mo Image Available
‘5 the Individual Hisparic alino?
; [Mno v]
Enter the Student Number (Local ID) — if T oS o o o e o e rasess
. . . . (chack all Tat apoly)
assigned by the district. Enter the Identity (] Acerican it o Adscks Kathe
Info and Enrollment Detail (see screenshot [actem
[ tack or Atrican Amenican
on page 8). The fields in red are required. [ et rizwaitzn or Oer Pacs bstanper
[=] vwnne
RaceERmikcRy Cetemination
*
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NOTE: Early Kindergarten Entries

MCA 20-7-117 requires that students who T
“Calengar “Schedu “Ea Clzss Rank Exclude
have not reached age 5 on or before ot ey s e v il
September 10 of the current school year “Start Date NoShmw  EndDete En Action “Sentce Tipe
must have special permission from the 'fm’j‘\m O Tl = N T S v
“Slant Salus
School Board to be enrolled in a regular 08 Trangfer o haetie SC70c WA e e -
. Diropout Reason
Kindergarten program and counted for -
. . . . Stan Comments [End Comments
ANB. This applies anytime during the year. S —
For Kindergarten enrollment under 5, /

please add the Board Approval Date in the
Start Comments box on the student’s
enrollment tab. /

- -
e If the student was previously enrolled in

Raquest a Rscords Relsass
Triks ks 2 Resonds Rekase cortaining e student Infrmatin, e requssting districiuser 20d B relessing districtuser another MT district and not preViOUSIy

enrolled in this district, a Student Records

studgsnt: Enrolimant Typs: Primary . .

e e e o Transfer request will automatically appear.

Gender M Blrndste oE72001 SEN

Grage 10 School 14-15 Granke High Schiool Stan Dane 037204 When us'ng your personal |0g-|n, your
name and phone number (if entered on

Requssting District & Ussr . .

Dilshrict 0555 Phillipsburg K-12 Schools Name System Adminlstraior Usemame support the Demographlcs tab) WI” appear Under

RequstDoe  (3UTa0n ek Friane =l Requesting District & User. Enter

Comments

comments if necessary.

Click Submit Request.

Student Locator - Notes (Click to return to text)

A student who has an existing State ID may not show as a match in the Student Locator for a variety of
reasons:

¢ Nickname versus full name (e.g., Jonathan-Johnny, Michael-Mike, Elizabeth-Liz or Beth or Libby)
e Transposed First Name/Last Name or Gender
Try a variety of options before creating a new State ID.

NOTE: If you know a student has an existing State ID but are unable to find the ID using the Student
Locator, call the student's prior district or the OPI AIM Helpdesk at 1-877-424-6681.

\ August 2015
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Sort By Field - Notes (Click to return to text)

The Sort By field appears at the bottom of the Enrollment tab screen for a student’s enrollment record.
Entering data into the Sort By field is optional.

The Sort By field is an additional identifier used for sorting test booklet labels (either ELP or CRT).
Districts may enter any label in the Sort By field, such as teacher name, team name, room number, or any
other sort option desired. Test labels for CRT or ELP will be sorted first by District, then School, then
Grade, then Sort By field (if entered).

If you intend to use the Sort by label, it is recommended to enter the field during the enrollment process.

Start Status and Service Types - Notes (Click to return to text)

Start Status codes should accurately reflect the last active enrollment of a student. A complete list of codes is
defined in Appendix A. A few common examples include:

e Student was previously enrolled in a home school - Start Status is 09: Transfer from a home school in
state.

e Student was previously enrolled in a private school in another state - Start Status is 06: Transfer from
an out of state school.

e Use Start Status 01: First time receiving educational services only if the student was never enrolled in
any type of school. Kindergarten students are always 01: First time receiving educational services,
unless they were enrolled in a public school's PK program for Special Education services or they are
repeating Kindergarten.

Service Types should accurately reflect the type of service the student is receiving from the school.
P: Primary - Student is enrolled in the school to receive education services

N: Special Ed Only - Student receives Special Education Services (PK students or students concurrently enrolled
at a private or home school)

S: Partial (Secondary) - Student is primary enrolled in another school but participates in an accredited
educational program at a this school

August 2015
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http://opi.mt.gov/PUB/AIM/General%20Information/AIM%20Help/Appendix/APPENDIX%20A%20Enrollment%20Start%20Status.pdf
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File Upload of Enrollments

'ﬂfgﬁ;ﬁ | DistrictEdiion ~ Staging Test Site

(Option 1 = EXtraCt FIIE) Year 15-16 v  School Philipsburg School +
_ _ _ _ der  Seach Help
The fl r'St OpthI’l fOf‘ USIng the Flle Select an option under "Import Type” to specify which record type you are uploading. If the file you upload contains
) System Administrator mere than one type of record, (ie. SD and EN records) select "Multiple Record Types”.
Upload methOd IS to Create an Student Information Select an option undzr “Work To Perform” to indicate how the file should be processed. There are 2 options:
o . . 1. Validate and Test File - Only eror will bz performed on the file. A summary report will be generated
EXtI’aCt flle from the dlStrICt'S Census identifying any emors tl‘atu’y fi lata is irrp;ona: under ttr'isaplior. e t
Behavior Z. Load Partial File;‘ > 3 ill ad:l to Drt:pdate the currrem student rw:\:lr:lr in the: A.”w' system. A
H 1 - summary report will be general ting the: &r of records that were inserted or changed. This opt
StUdent Informatlon SYStem In the Health ;:Lr{gi,p: u:"arl.p:artir-, = rrI;lior o:l.a”panligl Iir;tag'[ ;tL:eré.l e erern sonen
*.tsv or *.txt format. Atendance
Scheduling Import Options
Perform the Student Grading & Standsrds Import Type Student Demaographics A4
Frograms Work to Perferm  vsiidate and Test Fie v
Demographic file upload first, - 3 2014 _11_14_EsstHgiennensiatelDs tsv | Uplead |
followed by the Enrollment file ommanicston @
R or
I . Assessment i
up Oad System Administration ResutFie M
FRAM
From the Index, expand MT State "
Reporting. Select MT Data " T Stete Reperting
MT Data Upload
Upload. From Import Type, select
Student Demographics. Under
Work to Perform, select Validate
and Test File. Browse for the *.tsv
) THIS STEP IS CRITICALLY IMPORTANT!
or *.txt file.
. Check the Import Results Summary for Errors and
Click Upload. .
Warnings.

x 6 Snaglt &1 .
Reealte: e Errors MUST be corrected before uploading.
File Name: test.txt
Processing Started Time: Mon Aug 25 13:07:04 CDT 2014. W, . b ial
Processing Finished Time: Mon Aug 25 13-07-04 CDT 2014. 4 arnings are messages about potentia

; ile: 0577 . . .

Total Time To Process File: 0.577 seconds. issues with uploading students — please
R oy check these thoroughly and do not load the
) Records Ezlgiiges file until all issues are addressed.

Error Count:0 : % :
Warning Count:2 o If Warnings state “No matching

” H

Exror Detail: student found”, see special

Fine Number Error Message Content instructions on next page before
proceeding.
Warning Detail:

Line Number Warning Message
2 Ne matching student found. A new state ID will be generated upaon ‘Load Panil e When all Errors have been cleared and
3 No matching student found. A new state ID will be generated upon ‘Load Parti

Warnings checked, change the Work to

Perform to Load Partial File. The Import

Type should be Student Demographics.
e Browse for the file and click Upload.

Type select Student Enrollment.

Repeat the process for the Student Enroliment file,
choosing Index, MT Data Upload, and from Import

\
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Warning - No matching student found

If the Warning Detail lists “No matching
student found”, AIM will create a new state
ID for the student when the Student
Demographics file is uploaded.

e Do not upload the Student
Demographics file if you think
there is already a state ID for this
student, to avoid duplication.
Instead, check the student locator
to identify the ID, or call the AIM
Helpdesk at 1-877-424-6681 for
assistance.

e (This must be done BEFORE
uploading the Student Enrollment
file) If a state ID is needed, upload
the Student Demographics file and
save the report of new state IDs
that AIM generates (instructions
below). Use the file of new IDs to
upload into the district local SIS, or
enter the IDs manually in the
localSIs.

To capture the file of new state IDs:
When, after uploading the Student
Demographics file (page 10), AIM displ
the upload status report. The rep
contains a link to download thefile with
new IDs. Click Click Here.
The report shows the new state IDs. Save
the file for future reference, and enter the
information in the local SIS. After updating
the local SIS, proceed to upload the AIM
Enrollment extract (see page 10).

-

Eesulis:

File Name: test.oot

Processang Started Twse: Mon Aug 23 130704 CDT 2014
Procesuang Finsthed Time: Moa Aug 25 153:07:04 CDT 2004
Total Time To Process Fule: 0577 seconds

0 Records nsemed

0 Receeds Changed

0 Records Deleted

0 Records No Changes

Error Count:0
Warning Count:

Error Detail:
Lins Numbar Ermor Mesasge Contss
Nz Ervors

Warnimg Dhetadl:

Fopap——

Ling N

M mdtcheig student found. A Aew 12888 1D wall B geaieatid upon Load Pamal Fly' S0
3 iz matcheng studant found. A new skale 1D wall b gessseaind upon Load Pabal Fia® S0

null 51057 Mod
nulf 3930065 Pax

Resales:
File Namne: test oxt

Processiag Started Tue: Mon Asg 25 1 CDT 2014
Processmg Fuabed Tame: Mon Avg 25 15309 30 CDT 2014
Total Tame To Process File: 1357 seconds.

2 Recoeds [npened
0 Recoeds Changed
0 Recoeds Deleted
0 Records No Changes

The [ — i3 Vs T, W i WY Soanald

! k here 10 download the Scodent Demographics fide with these mew 1ds

N arniog Count:)

deag the appropnate extracts

1

Ervor Detail:
Line Number Error Message Content

No Esrors

Warning Detail:

Line Number Warniag Mes. Content
2 e generated wpon Load Partal Fie'. SD
B9 Qeneeated upon Load Patal Fdy' SO

No matchng student found A new state 1D wit
3 No maschng student found A new stale 1D wit

J— —
[ rewStatelDs - Nolepad
HD 08/ 25/ 2014 1k:28: T3 1
NESE U556 IETE ] F60 FOLET Moreo Charles Dean B Q607 1596 L K
|50 0556 BEBIOS G FOSOEE IFaxind Jodw Wy L 10/25,/1536 b K
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File Upload of Enrollments (Option 2 - Excel

1 U[LEV[ mw:!j‘z and]‘;lrml'usf\:lg .:ng:mnn ff?.“,“‘"“'fi@ - ) ;..J' 7‘ L. 5 £ - F' — B
file) | e st ot || | | o armon | e B
i
Another option is to use templates to create an | wswcusmo s s sssses v s s st o oo ace s e
Excel file of enrollment data and convert it to :
the format needed to upload into AIM. The i
Student Enroliment Template and Student 5
Demographic Template are available on the OPI |=
AIM Webpage (templates). From the AIM
2
Webpage, save the Student Demographic 2
Template and Student Enroliment Template.
Open the Student Demographic Template. i N
Enter the required information (shown in red) e = -
for each student.
Delete the first three rows of the file and save e cepmieellCTsmma o weal T p oaon o0
. sD 0280 125662052 68 Yyearwood . Trisha 03,/19,/2001
as a *.tsv or *.txt file. Open the *.tsv or *.txt E T - G R Ly T
S Py 0 02/327 2008
file and insert a header row (HD tab date tab T a0 Tossencis BT e 0 Sa/53ra00
. . EO O e 1 oo Ed Shaie r R
time tab MT9.1). Save the file. B mme o wooms T gAvan
S0 0280 218199532 52 Pickler KE'! ie F 12,/05/2005
. . N onTgomery ohn ichas
Follow the instructions to upload the file (see o gm gmoder g meg el v Rael
SD 0280 287077795 22 coe Da\_‘/jd allen ™ 10/29/2005

Option 1 above).

Repeat for the Student Enrolilment Template.
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http://opi.mt.gov/Reports&Data/AIM/#gpm1_3

RECORDS TRANSFER

Records transfers are only required for
students who have Special Education
records in the prior school district.
However, it is recommended that

S Ditsérict

Relezsing District

districts use the Records Transfer for CEOTZOM Hutatie Theodre
all students who transfer into the

district in order to view student

enrollment histories and LEP data.

Refer to these guides on the OPI AIM
Webpage at AIM Reference Guides

Records Transfer

Records Transfer for AIM
Administrators

DATA VERIFICATION

The first step in the data verification process is to make
sure the data is correct at the district level! This may
involve a dialogue with specific program staff, including
the Title | Director, SPED Director, lunch staff, etc.

If the data in the district's local Student Information
System (SIS) is incorrect, the data in the AIM MT
Edition will likely be incorrect as well.

Once the enrollment data is transferred to AIM (either
by direct entry or file upload), there are numerous
tools in Infinite Campus to verify data, including the
Student Information Reports (see instructions on
following pages) and the Ad Hoc Reporting tool.

The following sections explain how to use these
reports to verify data accuracy and completeness.

Beginning of Year
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http://opi.mt.gov/Reports&Data/AIM/#gpm1_2
http://www.opi.mt.gov/pub/AIM/GeneralInformation/AIMHelp/QRG/RecordTransfers/RecordsTransfer.pdf
http://www.opi.mt.gov/pub/AIM/GeneralInformation/AIMHelp/QRG/RecordTransfers/RecordsTransferAIMAdministrators.pdf
http://www.opi.mt.gov/pub/AIM/GeneralInformation/AIMHelp/QRG/RecordTransfers/RecordsTransferAIMAdministrators.pdf

Student Information Reports

Index Search Help
System Administrator A~ From the Index, expand Student Information/Reports.
v Student Information

e These reports are useful for verifying enrollment data:

The Student Enrollment Status report lists students by
Medics name, according to set criteria. You can choose
3l Ed parameters for the report.

Student Enrollment Status

Thils: ot lists students” enroliment startiend Ststus and mallling a3dress. The detauR calendar year s e curment selected calendar.

Wik shudens would o e o Include In e repon? Wil elendarfs} would you e o Include In e repor?
(@) Grace (®) acme year () sty school () st by year
F s
KH 1314
al bt 13-14 Granhe High Schoal
PK 13-14 Prillipsturg 7-3

() A Hos Fier v 13-14 Phillipsburg Schoal

s = £ =
T e = M =

Display Opflons: [“]staripate  []EndiDae

oW WOl you T2 I Fenort samed?
@ (DGrade () Studert Number CTRL-click ar SHIFT-Click 1o select muflple

WPk enrolimat S2hS Would fou 12 10 Includs In e repor?
Stan s End Sttus

017FIrst thme recehing edusstional sences

~ 100 End of year, refuming i 5ame school e jear -,
0z Continued enraliment S3me SChodl. o IMermugtion 105:CrEnge In grace level ouring reguiar senoal jear
(03 Re-2nr) 1 e S3me 5000l ZNEr windrawal 110Promacted o anomer 5choal In e same dlstniol

’ ol I alstrics or stEne 120°Trans%er 1o 3 pualic 5Choal In e same dlstrict

Enrollment Summary Report

| under MCLB schl chalos 130 Transser i punlic schl undsr NCLE

This report Wil It 3 bresioioen of EnvHIments §rouped by 5chod, grade, gender and racetnicity, The report can be gensrglen 2= 50100l ) g Transer fo puslic schi Inanoer d
using Federal Race/Ennichy designabions or Sisie Rase/Ehnichy alues. T your stie has many dfferent walues for RaceEthnighy, 2T 24t of 02 courtry 130 Tramster foa MT stgte-tunded scnool

he Tall report format is recommended. Students with enrciiments lagged as “Ha Show" are notingluded in this report. ool winin te stz L 150 Transter o2 pricie school e sizie
0l winh Pe sizie 1T Transfer io a home schoal Infhe siae

Enroliment Efective Date- (381122012 |76

W hich schiools would you (ke to Include In the report?

Ganersie Report

[l Schodis
Graniiz High Sehool
Phillipsturg 7-5
Philipsburg Schoal

The Enrollment Summary report gives a
count of students by School, Grade, Race/
Ethnicity and Gender as of a specific date.

‘W hich RacaEthnicity values would you lIke to use?

Howwould you ke to format the report?
(8] original Fanmat RaceSfwicies across e tap and Grade Lawels verically
() Tall Format: Grade Leveis 30ross M 100 and RacaEmmicises vermcally

‘W hat fypes of enroliments would you like to Include In the report
PPnmany
SPamal
N-Spactal £d Sanices

NOTE: If you discover a duplicate

Report Optlons:
[ Clsene sate Sxciude (D0 notIncute svoimests merier 2 s exciugk) student ID, please contact OPI to
meﬁmmmml&ammmmmm . .
[ et in HTML sorman correct the situation.

Generale Report
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Ad Hoc Reporting

The Ad Hoc Reporting tool can also be used for data verification. The tool can be used in two

ways: 1) Select filters to generate query reports (see our guide, Ad Hoc Reporting; and 2) Select

from State Published (i.e., “canned”) reports for checking various requirements to avoid common

errors.

Run the State Published reports

Choose a Year and School. From
the Search tab, click Advanced
Search.

Under Saved Filter expand the
State Published list. Select a
report and Click Search.

Search for a record being tracked in Campus by using search fields or by selecting 2 Saved Filter. If you have created a Saved Filter and do not see itin the.
list, it is likely the Saved Filter was created for a context other than the current (Example: A student filter cannot be applied to & Census Person Search).

Year ‘ 15-16 V‘ District ‘AH Districts V| School ‘AH Schools V|
ndex Search Help Campus Search
Student v VVou may search school-wide:

Search Student

Search Results: 0

Advanced Search

Student Search Saved Filter
StatelD # ;ﬁ Spetial Ed Data R A
Last Name -2y State Published
First Name 28 2y Active Students
Student Number ADA 201415 Days Present = Days Enrolled or »1:
Ssh %_)L ADA 2014-15 Missing Days Present or Days Enrol
Grade v 43, ALL Gifted and Talentsd 201415
Birth Date: a ALL Homeless at M district not McKinney-Vento
Gender v 42|, AL Homeless Students
Fern D 42|, AL Homeless that are Unzccompanied
LMKE_’ Nurmber £, ALL Kindergarteners with N Senvce Type
Special Ed £, ALL Mitsry Connected Missing Miltary Status
Siatus v £0), ALL Miitary Connested Students
::::ih S ~] 40|, ALL NAEP 4th Grade as of 1/3/15

:’—1 43, ALL NAEP &th Grade as of 1/5/15

Search

a ALL NOT Homeless but has Night Time Residence
& ALL Preschoolers Not with N Senvice Type

%_)L ALL Spec Ed Status - Unlocked IEP Currently v
%_){\ ALL Special Education Medicaid Report

Naming Key for State Published Ad Hoc Reports

ALL = Can be used any time of year.

BOY = Beginning of Year Collections

EQY = End of Year Collections
FALL = Fall Count Date Collections

LEP = Limited English Proficient

ADA = Average Daily Attendance Collections (ADA).

CTE = Career and Technical Education Data Collections

SPRING = Spring Count Date Collections

TW = Testing Window Count Date Collections

State Published ad hoc reports are named according to the time of
year and/or the collection for which they are intended:

Achievement Montana
in Montana Office of Public Instruction
- dent Denise Juneau, State Superintendent

opl.mt.gov
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http://www.opi.mt.gov/pub/AIM/GeneralInformation/AIMHelp/QRG/Reports/AdHocReporting.pdf

All Users should run these State Published Ad Hoc Reports:

ALL Kindergartners with N Service Type - (Be sure to select Year 15-16) This report shows
kindergarteners who have a 2015-16 enrollment with a service type of N, which signifies the
student receives special education services only (i.e., no educational services). Most
kindergarteners (including those with special ed services and those without special ed
services) should instead have service type P (primary educational services). This error usually
occurs when PK students with N service type are rolled into the new year for enrollment,
carrying the N service type along. Review the report and amend the kindergarten student
enrollment records as needed to change the N service type to P.

ALL Preschoolers Not with an N Service Type - (Be sure to select Year 15-16) This report
shows preschool students who have a service type other than N. All preschoolers attending a
special education preschool program should have N service type, which signifies they receive
special educations services only (i.e., no educational services). Review the report and amend
the preschool student enroliment records as needed to enter the N service type.

Campus Search

Search for & record being tracked in Campus by using search fields or by selecting a Saved Filter. If you have created a Saved Filter and do net see it in the
list, it is likely the Saved Filter was created for a context other than the current (Example: A student filter cannot be applied to & Census Person Search).
“'ou may search school-wide.

Locker Number

Search

d

Student Search Saved Filter
T RJL SPECEr DO a1

StatelD = B4 State Published A
Last Name §_3L L .
AEIETE £0] ADA 2014-15 Days Present = Days Enrolled or =1
BUIETIIITLE & ADA 2014-15 Missing Days Present or Days Enrol
S5M

2l ALL Gified and Talented 201415
g-r::i, : §2l, ALL Homeless at MY district not McKinney-Vento

irth Date

Gender £2l ALL Homeless Students

220 ALL Homeless that are Unaccompanied
Person ID

& ALL Kindergarteners with N Service Type
2l ALL Military Connected Missing Military Status

Special Ed

Stat 23] ALL Miltary Connected Students
iUz

Setiing 23] ALL NAEP 4th Grade as of 1/5115

Disability 23] ALL NAEP 8th Grade as of 1/5115

& ALL NOT Homeless but has Night Time Residencs

& ALL Preschoolers Mot with N Service Type
£l ALL Spec Ed Status - Unlocked IEP Currently

£2l ALL Special Education Medicaid Report W
3l ALL Students with M Service Tvoe - Not PK
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Index Saarch Help Batch Resync Selective Sync RESYNC DATA
System Administrator S 141 = L | AL B4 4] | FTOCEESENT 5 EITOECL | )
= Perscnicently D5/17/3014 154351 | Frocessedt 165 Emoe 0| () A data sync is required for all file
- uploads. It is recommended to
0 BeaworResalutionType .
O S sync data before collection due
O Berate dates.
O CansusContactSummary
m) Cansotag This process syncs the data from
v Ad Hoc Reporting EmpiayTent e . .
N E Montana Edition and District
EmpiomeniAssigment
Diata Export i
. O e Edltl.0n schools to 'Fhe State for
- O Enpirentcresents use in state reporting.
= Enroliment 06M7/2014 15:49°51 | Processed 131 Errore: 0 D
e —— O aaam From the Index, expand System
+ Augitrg = == Administration/Data
» Batch Queus O AflendanceMTSnapshat | 01/17/2014 05:4223 | Processedt 181 Emors: 0| (0 .
- O —— Utilities/Resync State Data. If
O Fam syncing data from the 2015-16
o P year, set the Year to 2015-16. If
+ Gensus O ImmCartficae. .
. syncing data from the 2014-15
* Custom O LER
» Data Defining Taoks O Lepsenkee year, set the Year to 2014-15.
» Data Interchange
O LepAcoomTotation
= Data Utilities
Combine Fason O Mecadhsuance To sync Enrollments check the
Resyne State Data O posEquiy box for Enrollment. All
] FrogranFartcipaton .
5 N connected data elements will
Crading & Sancars O — automatically populate. At the
+ Health O = Plar bottom,
» Medicaid 0O PlanProgressReport
+ Messenger o X
ol = - click Send Resync.
» Preferences g Testsonre
» Resources O TransCripiCoursesE
» Special Ed 0 Vaczineshat
= Student
O PersanigentNoSIEIDONY
Entoliment End Batch
En ent Roll Forvard .
% .
. | EmploymentCredentlal
The green radio buttons
. . — Ennoliment [ G rosessed: 0
indicate a successful resync of O e 2= P 154 Erers @
data, and a message will ] e
appear in the Process Inbox. [l Roster

.
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Year 15-16 L 4

System Administrator
¥ Student Information

General

Hzalth
Medicaid

Specizl Ed
Student Locator

" Reports

Duplicate 10z

Enrollment Cerl

Enroliment Statu

Folder Lebels by

N v Report

Service Detail

Service Summary

-

Test Results
Census
Behavior
Heslth

Attendance

Assessment

School Granite High School »

Index Search Help

Program Participetion

Ceseload Summary

Enroliment Loss Report

ap

5

Enroliment Summary

File Labels By DOB

0oB

Frocess Complisnce

Service Provider Detail

Service Provider Summary

State Enrollment Cverlap
State Enrollment Verification
Gradustion Cohort Validation

Test Accommodations {defaul

Enrollment Verification Report

This report will communicate with the state edition server to compare local enrliments with the data that exists at the Afte r Syn Ci ng enro I | me nt d ata tO

state, it will then generate a report that summarkzes any dif ferences.

the State, run the Enrollment

Selsct Which Envollvents To Ichde Verification Report to check for
Seeted Sehal Ve differences between data entered
s in the MT Edition application and

Glg!'ite High School
Phipstiry H4 data that has synced to the State.

Philipsburg School

From the Index, expand Student

. Information/Reports. Select
Siate Grae " State Enrollment Verification.
KF
KH = .
Pi There are a number of options
FK
o M and fields to choose from.
Exciute Enlments Matching Any Of These Additionsl Griteria Choose the items you want to see
e v in order to verify, and
No Show
State Excludzd 7 Click Generate Report.
State Exclude Grade Levels 7
Siae Unmapped Giace Levels 7 This report will show you

differences between the District

Select The Enroliment Fields To Compara Batween District And State Edition .
and the Sate. Attempt to fix any

i State Grade Level v Service Type
errors and perform another

¥ Siart Date ¥ End Date

i Start Status v End Status Resync'

V| Scheduie V| No Show (f included)

Al s e If differences do not resolve or

¥ Nese Stte Grace Level Y| End dction you need further assistance,
Report Display Options contact the OPI AIM Helpdesk as
Show Summary Totals 7 noted beIOW.
Show Enroliments Missing At State J

Identify students missing at state due to overlap prevention 7
Show Enroliments Missing At District J
Show Enroliments With A Field Difference

v
Show Value At District And State Of Each Difference J

Generate Repart

OPI AIM Helpdesk at 1-877-424-6681 or

opiaimhelp@mt.gov
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